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Purpose   
A new release of the Electronic Vaccine Inventory (EVI) system is going live on August 
5, 2013.     
 
The purpose of this instructional guide is to outline the changes related to:       
• Ordering influenza vaccine for the 2013-2014 season 
• Security   
• Measles, Mumps, Rubella and Varicella (MMRV) and Varicella  
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Security   

Because you are logging onto a State  
agency’s site, you must acknowledge 
you are the authorized user and 
information contained within is a  
public record.   
 
Click OK to proceed.   
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Varicella and MMRV Orders 
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For any order containing Varicella and/or MMRV received after August 5th:  
• Orders will appear under the Receiving tab when EVI is notified by Merck 

the vaccines are shipped.   
• Orders will have the lot and expiration date pre-populated. 
• Orders will have the Tracking Number populated and hyperlink activated.   



Influenza Orders  
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As the Texas Vaccines for Children (TVFC) program begins to receive incremental  
shipments of the influenza vaccines for the 2013-2014 season from the Centers for 
Disease Control and Prevention(CDC), you will begin to receive portions of your 
total requested ‘pre-booked’ amounts. 
 
This year all influenza orders are processed in EVI as a Special Order and are 
generated as many times throughout the month as vaccine becomes available.  
Providers are encouraged to log into EVI frequently to see if there is a special order 
awaiting their approval.   
Note:  To avoid confusion with the 2012-2013 season’s influenza vaccine, please 
clear out any remaining stock in EVI by recording the vaccine as Wasted/Expired 
and submit the Wasted/Expired form to your local TVFC representative.     



Influenza Orders  
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After clicking OK to close the Security message box, if a provider has an  
influenza order to approve a popup message box appears stating:  “You have 
X special order(s) awaiting review.”  Note:  X being how many orders are 
awaiting your review.   
Click OK to close the message box.     



Influenza Orders 
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To approve your influenza orders:   
1. Click on the Special Order submenu located under the Place Order tab.   
2. The Special Order screen appears with the brand, presentation and 

quantity available to order.   
3.   If you agree with the amount shown under Quantity (Submitted) 

column, skip to step #5.  



Influenza Order 
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To approve your influenza order (continued):   
4. If you do not wish to receive the amount shown, you may decrease the 

amount by entering a new quantity in the Quantity (Submitted) column.  
Notes:  You may not increase your amount.  By not accepting the full 
shipment, your entire season amount will be decreased only by the 
amount you approve.  However, it is unknown when your remaining 
doses will be available.     



Influenza Orders   
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To approve your influenza order (continued):   
5. Please enter any special instructions or closures in the Comment box. 
6. As with every shipment:   

a. verify your shipping address is correct;  
b. verify all units containing vaccines have temperatures recorded and  

all temperatures are within range; and  
c. verify the days/hours are correct as to when staff is available to 

receive and properly store the vaccine. 



Influenza Orders  
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7. Complete the Approved By field with your first initial, last name and date.   
8. Review your contents of your order again and click Save. 
9. Screen refreshes and provides a popup message stating:  “Order 00000XXXXX 

updated.”  Note:  All influenza orders are formatted as 00000-XXXXX-XX.   
10. Screen refreshes and popup message stating:  “Your order has been submitted.  

Print the confirmation page next.”  Click OK.   



Questions??   
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For any questions related to orders, please contact your local Texas Vaccines 
for Children representative.   
 
For technical questions on how EVI operates, please call the Vaccine Call 
Center (VCC) at  1-888-777-5320.  The VCC is open Monday – Friday  8:00 a.m. 
– 12 noon and 1:00 p.m. – 4:30 p.m.   


